DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. ~,; >,

St. Mary’s Transit System (STS), Non-Public School
Bus (NPSB), Co. mailroom, & Vehicle Maintenance
budget information, Transportation Division
performance indicators, vehicle parts inventory
yearly results, County’s fuel usage and reports,
and diesel tax information.

RECORDS RETENTION AND DISPOSAL SCHEDULE Tl
Agency Division/Unit
St. Mary’s County Department of Public Administration, Highways, Transportation,
Works & Transportation Building Services & Solid Waste & Recycling
Iltem Description Retention
No.
** Permanent Records will be transferred to the
Maryland State Archives if space is not available
at St. Mary’s County Local Archives.
L Asset' Ipspection Reports ! Scan to Maryland State Archives
Cor.u.il'tlon as.sessment EpQrs ar)d studies of standards and maintain images until the
_faulmfas mamtamgd F)y St. Mar.y S County, asset is replaced or destroyed/removed,
including but not limited to buildings, brudges and then destroy. Retain hard copy on site
culverts, roadway pavement, storm dralr? | for 5 years, then destroy.
structures, stormwater management facilities,
sidewalks, guardrails, and traffic signs.
2. Budget - Transportation

Retain onsite for 7 years, then destroy.

Schedule Approved by Department, Agency,
or Division Representative.
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Agency

St. Mary’s County Department of Public

Division/Unit

Administration, Highways, Transportation,

Works & Transportation Building Services & Solid Waste & Recycling
Item Description Retention
No.
3. Design Plans, Reports and Permits

A. Engineering design plans, reports,
calculations for development
(subdivisions and site plans) and capital
improvement projects (solid waste,
airport, roadway, and county facilities).

B. Permit documents obtained from other
agencies for execution of County
projects (e.g. Town, State, Federal,
sediment control, and county permits).

C. Sediment Control Plans

Transportation - Reports, Plans, Agreements
& Contracts

St. Mary’s Transit System (STS) Annual
Transportation Plans, Maryland Transit
Administration (MTA) and Federal Transit
Administration (FTA) compliance documents,
and Non- Public School bus service
agreements.

Permitting

Permits issued to developers and government
agencies for road and site construction.
Grading permits, right-of-way permits, Public
Works Agreement permits. Approved plans
and reports, permit forms, surety, inspection
reports, permit correspondence.

Scan to Maryland State Archives
standards and retain both the hard
copies and images until the asset is
replaced or destroyed/removed, then
destroy with the following exceptions:
Retain draft plans and computations until
project approval, then destroy. Retain
approved solid waste facility plans (both
digital and hard copies) on site for 30
years after project close-out, then
destroy.

Retain on site for a period of 7 years after
project completion, then destroy.

Retain on site until project completion,
then destroy.

Retain on site for 7 years, then destroy.

Retain on site until 2 years after the
facility is no longer in existence, then
destroy.
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No.
6. Employee Personnel Files/Records
A. Employee personnel information including | Retain onsite until employee leaves.
application, evaluations, PO2's, medical At departure employee may take
information, certificates and licenses, records or records are destroyed.
education and training information,
counseling forms and general
correspondences. Leave slips maintained for seven (7)
B. Leave slips years after employee leaves, then
destroyed.
7. Records - Transportation
Contractors’ files and STS Accident reports. Retain onsite for 7 years, then
destroy.
8. Planning Documents
A. Planning documents produced by the Retain draft documents onsite until
Department such as the Solid Waste Plan, | @pproval of final document, then destroy.
County-wide Transportation Plan, STS Retain approved documents onsite until a

new plan is complete, then transfer
superseded version to County Archive.
Maintain digital version until superseded,
then destroy. If scanned, scan to
Maryland State Archives standards and
retain paper according to the preceding
retention statement. Retain images until
paper is transferred to County Archives,
then destroy.

Transportation Plan, and Airport Plan.

B. Fac|l|ty master p|ans’ |ayout plansl Retain draft documents onsite until

emergency and security plans, maps, etc. approval of final document, then destroy.
Retain approved documents onsite until a

new plan is complete, then transfer
superseded version to County Archive.
Maintain digital version until superseded,
then destroy. If scanned, scan to
Maryland State Archives standards and
retain paper according to the preceding
retention statement. Retain images until
paper is transferred to County Archives,
then destroy.
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9. Policy & Procedure Manual Retain 7 years, then screen and
Departmental, Legal and County Wide policies and destroy with the following
memorandums, describing and outlining departmental | exception: transfer to County
policy. Archives any records that

document origin, development and
accomplishments of the office and
have continuing administrative,
fiscal, or historic value.

10. Procurement Documents
Capital project purchase orders and contracts. Retain until the project is

complete, then destroy.

11. Vehicle Files - Transportation
County’s vehicle purchase orders, invoice, vehicle titles, | Retain for the life of the vehicle,
and vehicle list. then destroy.

12. Cash Receipts
Cash Receipts Retain onsite one (1) year from the

date it is accepted, then destroy.

13. General Files

a. County Road correspondence

b. Stormwater management, State road plans,
State Aid, various other subjects.

Scan incoming and outgoing
correspondence to Maryland State
Archives standards, then destroy
paper originals. Retain images 20
years, then destroy.

Retain for 7 years, then screen
annually and destroy documents
no longer needed for current
business with the following
exception: transfer to the Co.
Archive any material that serves to
document the origin, development
/accomplishments of the office and
has continuing administrative,
fiscal, legal, or historic value.







